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be General style: ON iad shall be ‘written in elite type. - . The. 
finished letter must be neat, accurate, and.well. balanced in every respect. 
Paragraphs should be indented seven spaces. Double spacing should be used 
if tne letter so spaced. can be placed on one page. If double spacing would 
Cause the use of another page or if the letter, however spaced, will. requi re 
more than one es single spacing should be used, 


Bach page other Than the first. should. pa numbered in the center one. 
inch from the top and three single spaces from, the first line, . the, number 
“inane eg and followed Gia a dash, thus: 


2b 


But neither ee fate. nox the. name, eds or “tate of the party. to. whom 
the letteris sairesecd should appear thereon. 


ee M abelian: BS ok mar gin of 1 1/4 inches should. “be allowed | on each ‘euds 
and at the.cottom of the letter... ; . ie need yar ee 


hg Commini cations. to. Wende of. other departments: AL1 communications | 

to heads of other departments and independent establishments of the Govern. ~ 
ment shall be. prepared for the. signature of the Secretary, the Acting Secre~ 
tary, the Director of Scien tific Work, the Director of Extension Work, the wis 
Director of Personnel and Business Administration, or the Director of Infore:. 
mation, When a letter is written in reply to a letter addressed to this de. 
partment by asother department or independent establishment, it should be 
prepared for the signature of the official indicated on the jacket filled out | 
in the Secretary's Office, referring the letter to the bureau concerned, for 
the preparation of a reply. As a.general rule, if a letter is received from 
an Acting Secretary or Assistant Secretary of any department, the reply there- 
to shall be addressed to the Secretary of that department and not to the 
Acting Secretary or Assiste ent. Secretary wio signed the letter, When a lete. 
ter addressed to the head of another. department or independent establi shment 
| orginates in this department, it should be prepared for the signature of the 
} Secretary or Acting Secretary if it involves a matter of policy ora question 

of considerable importance. Such letter relating to routine matters should 

be prepared for the signature of the appropriate director, 


- 
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4, File reference: In the preparation of replies to communications 
bearing a file reference, such referencé. should invariably be quoted in the 
opening .sentence in addition to the dateof the commnication. In referring 
to the date of a letter the use of instant" or "ultimo" should be avoided; 
the date should be given by month and day, as "March 21," 


5. Return of letters transmitted oy Members of Congress and others 
when requested: Letters addressed to Members of Congress and transmitted to 


the Department for information should invariably be returned with the reply. 

Letters transmitted by other correspondents should also be returned when re- 
Gos ter ot when it is obvious that such action should be taken. In all cases, 
however, Copiés should be retained in the department. | 


7) PRS name and title of the person who is to sign the letter should ve 
typed at the bottom of each letter, leaving ample space for signature. 


Letters referred to the Administration from the Secretary's Office shall 
be answered within three days and returned to that office with the accompany~ 
ing jacket slip properly filled out. 


Garton Copies: Two Carbon copies of every outgoing letter, memorandum 
or document should be made; one copy on white and the other copy on yellow 
paper. Extra carbons on woite paper, in addition to the two copies above 
specified, will be furnished in the following cases and numberss 


To the President or Secretary to the President: one carbon. 


When letters are prepared for the signature of the Secretary or otner 
officials of his office two extra copies on salmon-colored paper should be 
made for the Secretary's files. Baas 


‘Letters to Members of the Senate and House of Representatives should 
be accompanied by an extra carbon copy, which will be transmitted with the 
original. 


If the reply deals with more than one subject an extra carbon copy 
snould be made for each additional subject. 


Initials. All initials should be written on the yellow copy. 


Woen enclosures accompany a letter the word "Enclosure!" should be | 
written in the lower left hand corner of the reply. Envelopes of. sufficient 
size to carry the enclosures should be addressed and attached to the outgoing 
letter. . i 


When franks for sening out publications accompany correspondence they 
should be attached on top of the correspondence and properly addressed, with 
the numbers of publications to be sent listed on the backs. The stenographer's 
initials should be typed or stamped in the upper left hand corner, that prop. 
er action may be possible in case of a return ‘undelivered,” 


er 


ARRANGEMENT OF PAPERS FOR SIGNATURE. 


Papers should be neatly arranged in the following order: 


(a) The letter or document to be signed, with the pages in their 
regular sequence, 


(>) The enclosures, if any. 


(c) The addressed envelope with its flap to the front and including 
all papers to be mailed out, Clips should be used to hold this first bunch 
of papers together securely. 


(d) All papers to be retained, including carbon copies, should be 
fastened with a pin or clips. The two tunches of papers should be fastened 
With a clip so that they will separate easily, one tunch to be mailed out 
and the other bunch to be retained, 


This arrangement makes for certainty in sending out all the enclo~ 
sures and places the responsibility on the stenographer who knows best what 
the enclosures are, 


Unless a carbon copy of a reply accompanies papers which are sent to 
the files, all papers which are to be filed should be marked "File" in the 
upper right hand corner and the initials of the person so directing should 
appear under the word "File", If itis wished that a file be retumed for 
further action a slip reqesting such return should be attached to the papers; 
otherwise they will be filed without question, 


F. J. HUGHES, 


Administrative Assistant. 
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July 10, 1933 


OFFICE MEMORANDUM NO. 1 amended. 


Sl PerienT oF nn” Letters for the i mature of t of the Secretary. 


Letterheads: Use 8 x 10 1/2 inch Letterheads, with blue’ seal. 


Initials: The initials of the Administrator or Coadministrator, 
or at their own discretion those of the division chiefs, should be 
written in ink or indelible pencil in the lower righthand corner of the 
first of the salmon colored copies ~ on the last sheet if more than one. 
Employees within the Administration whose duty it is to approve letters 
may affix their initials on the fourth copy tut only the initials of the 
Administrator, Coadministrator,.or, Division Chief should appear on the 
first salmon colored copy. Typed initials of the commodity head should 
appear on the last salmon Colored copy in the lower lefthand corner, to 
show in what division or section of Agricul tural Adjustment Admi ni stra- 
tion the letter originates. 


If a legal matter ie discussed in a letter prepared for the Secre— 
taryts simature it should be referred to the General Counsel for initial- 
ing before transmission to the Secretary's Office. If he concurs, the 
General Counsel will refer such letters to the office of the Secretary. 
This will save time and avoid extra handling of a large mumber of letters 
involving legal points. 


All letters for the Secretary's signature should clear through the 
Moils & Files Section of the Agricultural Adjustment Admini stration. . Miss 
Mae C. McWilliams is hereby designated to examine these letters to see 
that enough carbon copies are made, the first salmon colored carbon copy 


is initialed in the lower righthand corer, jacket filled out, enclosures 
attached and file properly arranged. 


The red jacket with the "memorandum of action" properly filled out 
should be placed on top of the file and remain ag the facing. sheet of the 
file throughout its movement within the Administration, to. sigmal corres 
spondence for the Secretary's response. The balance of the file should 
be arranged as provided in Office Memorandum No. 1. 


Address, salutations, and closes Beginning the name of addressee 
at the left margin of the letter, each additional line of the address | 


‘ should start 7 spaces. Ky i pene of the first Letter of the Prete 
line, 


In preparing fatto to Cabinet Officers, Cees and Representa 


tives, and chai rmen of congressional committees ag such, the address and 


salutation should -be xu 


The Honorable, 
The Secretary of State, 


Dear Mr. Secretary: 


The Honorable, 
The Attorney General, 


Dear Mr. Attorney General 3 


Hon. John Smith, 
United States Senate. 


Dear Senator Smith: 


Hon. John §mith, 
Governor of Arkansas, 
Little Rock, Arkansas. 


Dear Governor Smith: 


Hon. John §mith, 
Chairman, Committee on Claims, 
House of Representatives. 


Dear Mr. Smith; 


The complimentary close of a letter should begin 3 1/2 inches from 
the left edge of the sheet and the title should begin 24 spaces to the 
right of the first letter of the complimentary close. Five single spaces 
should be allowed for signature. Very truly yours should be used generale 
ly, unless there appear to be circumstances which would make "Sincerely 
yours", more appropriate. 


Enclosures; Whenever enclosures accompany a letter the word "Bn- 
Closures" or "Enclosure" as the case may require, should be indicated 
in the lower left corner of the reply. 


Letters to Senators and Representatives in Congress, and the White 

' House, for the signature of the Secretary or Assistant to the Secretary 
should be accompanted by an extra carbon copy (white), which will be trang 
mitted with the original in order that it may be forwarded to hig correspond 
ent. No initials on white carbon. 


In the event a letter prepared in one bureau is rewritten elsewhere, 
the new draft should be accompanied by the original Copy and tne initialed 
carbon Canceled in lead pencil. The formla, "Originated in (bur eau) 3 
Ini tialed ; Rewritten in __" should be written on the last 
sheet of each tinted carbon, This should not be put on white carbons. As 
“many carbons ‘should be made on a rewritten letter as in original file. 


arate Oa a 


The above applies to letters also for the signature of the Assis. _ 
tants to the Secretary, except the signature which should be as followss | 


Paul H. Appleby, 
Assistant to the Secretary. 


C.. B. Baldwin, 
Assistant to the Secretary, 


F. P. Bartlett, 
Assistant to the Secretary. 


Care should be taken to always give a person his correct title, 
such as Dr., Prof., etc. All Congressmen, White House secretaries, and 
all appointees of the President should be addressed 'Honorable!, 


Use the following form in addressing letters to the President for 
the Secretary!s signatures 


The President, 
The White House, 


Dear Mr. President; 
Sincerely yours, 


Telegrams: If for Signature of officials of the Admini stration, make 
three carbon copies, (The original or ribbon copy and one carbon of all 
outgoing telegrams mst ve filed in Department Telegraph Office.) If con» 
firmation is sent this will require an additional copy. When prepared 
for the signature of the secretary, five carbon Copies are required, Unless 
the messages are actually signed by the sender they should be initialed 
by him or his secretary, 


The Department Telegraph Office, Room 5409 south Building, closes 
Monday to friday inclusive at 5 P.oM., and at 1.30 P.M. on Saturday. Tele. 
grems prepared after closing hours will-be sent to the uptown offices of 
the Western Union or Postal Telegraph Companies by the Mails & Files Section 
or by calling one of the companies and asking for a messenger to be sent 
for them in cage there is no one on duty in Mails & Files Section. Only the 
original or ribbon copy of a tel egram should be filed with the uptown offices 
of the telegraph companies, and a carton Copy should be sent to the depart. 
ment telegraph office the following mmning indicating by pencil notation 
that it is a "copy of a message filed with Western Union or Postal ‘Telegraph 
Company," and file transmitted to the Mails and Files Section, 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
iB ae AGRICULTURAL ADJUSTMENT ADMINISTRATION 
< %° Washington, D. C. 


OFFICE MEMORANDUM NO. 2 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


ROBERT DAVIS 


THE ADMINISTRATIVE OFFICER 
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~ OFFICE MEMORANDUM NO. 3 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


ROBERT DAVIS 


THE ADMINISTRATIVE OFFICER 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANDUM NO. 3 


COST RECORDS 


To make possible the maintenance of a record of costs by major 
organization units, States, and commodities for ultimate use in pre- 
paring financial reports to the Secretary, the Chief Administrator, 
and others responsible for the proper expenditure of appropriated 
funds, and for use in connection with the preparation of estimates 
for the Bureau of the Budget, it will be necessary for initiating 
units to indicate on each request for appointment of personnel, for 
authority to travel, and all other documents looking to the expendi- 
ture of funds, the symbol of the appropriation (3x017) followed by 
the symbol of the organization unit concerned or, if a field com- 
mitment, the symbol of the commodity and State. To this end a chart 
of symbols to be used has been prepared and is available for dis- 
tribution to the units concerned. 


F. J. Hughes 
Administrative Assistant. 


Note - For use of 4 


a chart is enclosed on which the symbols to be used have been checked. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANDUM No. 4 


SERVICE CERTIFI CATE 


May 22, 1933. 
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On the 13th and 28th day of each month the division chiefs 
and section heads will be required to submit to this offica a 
service certificate covering all employees working under their super~ 
Vision, When these dates fall on a Sunday or holiday, the certifi- 
Cates must be submitted on the preceding day, This is required for 
payroll purposes. A supply of service certificate forms is forwarded 

oo herewith and additional copies may be obtained ag necessary from tne 
personnel office of the Administration. 

Particular attention is invited to the fact that any absence 
from duty during the remainder of the pay period current, that is, on 
the 14th or 15th of the month, or on the eth, 30th, or 31st day of the 
Month, must be reported to this office on or vefore the last day of the 
pay period current. If this absence is not reported the division chjef 
or section head will be held personally responsi ble. 

As long @s employees are detailed from other bureaus, it is very 
important that the tmreau concerned be indicated opposite each detailed 
employee's name, 


F. J. Hughes, 
Administrative Assistant, 
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AGRI CULTURAL ADJUSTMENT. ADMI NI STRATI ON 


OFFICE MEMORANDUM NO. 5 


Stenographic and Typist Pool 


AMS 5 Py ' Hie: 
aS ~A RT MeKy OF pa” ; May 22, 1933. 


A stenographic and noah st e003 yes been set up on the Fourth ig 
Floor of the Administration Building, Room 450-A, and doe called 
upon when the regular stenographic and typing force of a division or 
section is unable to meet the demands made upon it, After the work 
nas been turned over to operatives from the pool they are to return 
immediately to their office where the work will be performed. Offi- 
Cials desiring the services of a stenographer or typist should apply 
to Miss Mills, Branch 547, 

From 4:30 to 10:00 P.M. each week day until further order, two 
stenographers will be available in the personnel office of this Admin- 
istration for emergency service, Room 356-A, phone Branch 580. 


In order that the most effective use may be made of the stenog 
raphers and typists, the following suggestions are made: 


Before calling for a stenographer or typist every effort should 
be made to have the work ready so that their time will not be unduly 
wasted in waiting while work is being assembled or references looked up. 


Wherever possible a considerable amount of work should be given 
to a stenographer or typist at one time to prevent the loss of time 
caused by repeated calls, tt, ordinarily, no stenographer should be re~ 
quired to take dictation for more than one hour at a time. 


If all stenographers and typists in the pool are engaged at the 
time a call is made for one of them, Miss Mills should be advised as to 
whether the material to be given out is of a rush or routine nature, 

If it is of a rush nature, every effort will be made to immediately fur~ 
nish the desired assistance. If it is routine, the request will be 

7 listed for later attention. In other words, calls will be handled in 
the order of their receipt, with the exception of rush cases. 


a ae “wou 
Office Memorandum No. 5 


Dictators should make it a point to advise stenographers or 
typists whether any of the work they have receivedshould be given 
preference, and in cases where someone other than the dictator will 
sign letters the stenographer should be given the name and title of 
the person who will sign same, 


If extra carbon copies or other unusual features are ine 
volved, considerable time willbe saved if the stenographer or typist 
is so advised, 


F. J. Hughes, | 
Administrative Assistant. 
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OFFICE MEMORANDUM NO. 6 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


ROBERT DAVIS 


THE ADMINISTRATIVE OFFICER 
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‘UNITED STATES DEPARTMENT OF AGRICULTURE cd there adil 


AGRICULTURAL ADJUSTMENT ADMINISTRATION Rain al 


WASHINGTON, D. c. U. 8, Departe 


June 7, 1933. 


OFFICE MEMORANDUM NO. 7. 


Instructions for Making Personnel 
Recommendations 


To avoid confusion and delay in making appoint— 
ments or in effecting separations from the service, it 
becomes necessary to request that in the future all 
recommendations for such action be made on the form 
which has been drafted for this purpose. A few copies 
of this form are attached hereto and additional copies 


may be secured by request from the Personnel Office of 
this Administration in Room 3355. 


Copies of this form should be prepared wherever 
possible a few days in advance of the effective date, 
and all of the information called for should be fur- 
nished. In order that this information may be avail- 
able, it is suggested that when applicants are communi-— 
cated or conferred with they be requested to submit com-— 
plete data as to their legal residence, date of birth, 
education, training, and experience. 


All recommendations must be signed by the head 
of the section or division concerned. 


F. J. Hughes, 
Administrative Assistant. 
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Re te UNITED STATES DEPARTMENT OF AGRICULTURE | 


AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WASHINGTON, D. C 


June 7, 1933. 


OFFICE MEMORANDUM NO. 7. Revised 


Instructions for Making Personnel 
Recommendations 


To avoid confusion and delay in making appoint- 
ments or in effecting separations from the service, it 
becomes necessary to request that in the future all 
recommendations for such action be made on the form 
which has been drafted for this purpose. A few copies 
of this form are attached hereto and additional copies 
may be secured by request from the Personnel Office of 
this Administration in Penthouse, Admn. Bldg. 


Copies of this form should be prepared wherever 
possible a few days in advance of the effective date, 
and all of the information called for should be fur- 
nished. In order that this information may be avail- 
able, it is suggested that when applicants are communi- 
cated or conferred with they be requested to submit com- 
plete data as to their legal residence, date of birth, 
education, training, and experience. 


All recommendations must be signed by the head 
of the section or division concerned. 


F, J. Hughes, 
Administrative Assistant. 
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9 ot AGRICULTURAL ADJUSTMENT ADLINISTRARION PRG y, 
; °°) “OFFICE MEMORANDUM NO. 8 i juss 9, 1933. 
INSTRUCTIONS Ot APPOINTMENTS, SEPARATIONS, ETC.” 

Maia of forms is Sioatehed herewith for use ia recommend 

1 


ng appointuents or separations from the service, or in requesting 
certificatioa of éligibles for appointment. | 


APPOINTMENTS: No person who tas beea recommended for appoint 
ment should be permitted to enter upon his duties until notification 
of approval has been received. Under the law the Secretary of Agri- 
culture has sole authority to make appointments. No appointment can 
be effective prior to the date of the Secretary's approvals In cases 
of exsrgency, recommendations containing complete information may 
be submitted by telesraph, aad, if approved, notice to that effect 
will be sent out by telegraph. Due allowance should ve sade for. the 
time it takes ‘to get-an ‘appointment approved. This time varies, but 
where prompt action is aetessary the effective date should be given 
"as soon as possible," in wnich event tne effective date will be‘the . 
date the employée actually reports for duty after being advised his 
appointment has-been approved. When this method is used, field offi- 
cers will be advised dy wire when the appointment is approved, aad taey 
in twra will instrict the*appointes waen to report for duty aad wire 
the reporting date to Wasiington. Such advice mst be received in 
Wasnington not later than 2:00 p.m. of the date oa waich the employee 
eaters upon his duties. , 


All appointees mst report to their place of duty at their ow. 


expense. 


orary aopoittments; All recommendations mst incluce a 
statement indicating tne probable duration of the work. Recommenda- 
tions for extension of temporary appointments snould be in the person 
nel office at least 15 days before initial appointments expire.’ 


Washington appointmeats to positions other than experts: All. 
recommendations must be accompanied by a draft of proposed specific... 
duties (indicating wien possible tie percentage of time for eaca 
major operation), to be used as a Dasis for a classification sreect. 
Such draft should also indicate if the employee is to work under 
immediate or general sxpervision,: or to a large cXteat upon owa re~- 
sponsibility. If appointee is to supervise work of others, the 
number of such employses in each zrade should be given. All prova~ 
bional, Civil Service appointees in Washington umst report to the 
Personnel Officer of the Department and arranse. for physical examina- 
tion and finger printing before starting work. 


Field Civil Service Appointments: Tae only appointments in tre 
field subject to Civil Service rvles will be special county assistants, 
and registers of eligibles will ve maintained by local Civil? Service 
District Managers, a list of waich is attached aereto. When it is - 
desired to make appointments to tais position, field officers will 
make requests for certification of eligibles direct %o the Civil Ser- 
vice District Manager in their district, indicating the mumber of 
vacancies to be filled, salary, where the vacancies exist, and waetns 


g°ou 
SOPPV 


v6°T 


wot 


temporary or permanent. The Civil Service District Manager will issue 
a Civil Service certificate accompanied by examination papers, of 
persons eligiole for appointment, aud Field officers will consider 
elizibles certified in accordsice with their relative standing. For 
example, for oné vacancy turee ames will be certified, for two va- 
cancies four rames will be certified, etc., provided taere are suf- 
ficient eligibles available. Auy one of the first taree names may 
be selected to fill the first vacancy, and aay one of the remaining 
taroe selected for the second vacancy, etc. Full instructions on 
how to naadle Civil Service certificates willjbe furnished by the 
Civil Service District Manazer with each certificate. 


Yhen it nas been determined which of the eligibles appear to 
be qualified for the positions in which vacancies exist, they srall 
be appraised of the fact that teatative consideration is being given 
to their appointment. In cases of extreme emergency requiring the 
filling of vacancies with the least possible delay, telegraphic or 
other means of rapid commnication may be employed, tut in such cases 
sufficient information should be xiven each elizible commnicated 
with as to the position, point of assigameat, salary, whetner for 
a provationary or teuporary period, with empnasis on the fact that 
the inquiry is merely a tentative one, and must be followed by fur- 
ther definite advice before the elizible makes any arrangements ‘to 
report for duty. Waen reports aave been received from elizivdles 
wao aAsve been commnicased wita, and it has been determined which 
of those considered should de appointed, the field officer shall 
prepare a recommendation on the form prescribed Tor tnat purpose 
and forward it to Yashington througa the local Civil Service Dis- 
trict Manager. 


In the event selection can not be made from a certificate 
due to the fact that acceotances can.not be obtained from any of 
the elizibles or that the persons certified do aot appear to be 
paysically qualified for the positions in whica vacancies exist, 
the field officer snall return the certificate and accompanying 
papers to the Civil Service District Manager wita a full report 
thereon, including objections to those persons who are not consider- 
ed qualified. . This report should be accompanied by any declinations 
waich may have been received, and szention also mst be made of tanose 
eligibles who neve failed to respond to offers of appointment. If 
furtner certification is desired a request to that effect snould de 
made on the local Civil Service District Manager. 


If the Civil Service District Manazers aave no eligidles to 
certify for appointment, anc it is desired to snake a temporary ap- 
pointment pending certification of eligibles, the recommendation 
for suca appointment must indicate if appointee has filed applica- 
tion to take Civil Service examination for the position in questioa. 
If not, Civil Service Form 375, which may be obtained from the per- 
sonnel office in Washington or from the Civil Service District Manazer, 
properly executed by the appointee, mst accompaay tae recommendation 
to the Civil Service District Manager. . 


-3- 


The original copy of the Civil Service Certificate on which 
the names of eligibles appear should be forwarded to the Washington 
office of this administration as Civil Service authority for tne ap- 
pointment of the eligibles sslected. 


KEEP IN MIND that under existing law no persona may be appoint- 
ed to a Civil Service position if msbdand or wife is already employed 
in the Government service, and this fact must be developed when eli- 
Zibles are contacted in regard to appointment. A statement to the 
effect that husband or wife is aot employed in the Government service 
must appear in all recommendations for Civil Service appointments. 


KSEP IN MIND that under existing regulations a person eatitled 
to military preference can not be passed over and a non-veteran select- 
ed unless good reasons for doing so are included in the recommendation 
for appointment and also reported to the local Civil Service District 
Manager. 


OATHS OF OFFICE, PERSONNEL HISTORY STATEMENTS, ETC. Oavhs of 
office and personal history shesits are required in connection with all 
appointments, anc a supply of these forms will be furnisned each field 
office. NO SALARY WILL BE PAID until the oath of office has been exe- 
cuted and received in Wasntington, so it is important to all concerned 
that these papers be executed promptly and forwarded to Washington. 
Declarations of appointee are also required for Civil Service appoint- 
ments. These, when executed by field employees, will be forwarded 
direct to Civil Service District Managers. <A supply of these forms 
will be furnished by the Civil Service District Managers. 


SEPARATION: All recommendations for separations mst give 
the effective date as the termination of the last date on which the 
employee performed service. A statement should be included indicat- 
ing whether the position is to be abolished or the vacancy filled. 
The Secretary of Agriculture nas sole authority to separate employees 
from tne service. Therefore, no employee should ove involuntarily 
separated until notification of the Secretary's approval has been 
received. Voluatary resimations do not have to be accepted by the 
Secretary in advance of the effective date. Written resignations 
should be obtained in all possivle cases and attached to the recom 
mendation form. Formal resignation blanks will be furnished all 
offices. 


11 persons separated from the service will be required to tura 
over all Government property in their possession, including Government 
identification cards and transportation requests. Field officers in 
charge will be held responsible for this. 


For more detailed information relative to appointments and 
separations, see the administrative regulations of the Department, 
copies of which will be sent to all offices. 
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OLVIL-SERVICH DISTRI cts. 


Tae. commission has hae aueties thirteen civil-service districts 
Tor converiierice in holding examinations, aad thaking certifications for 
tilling vacancies occurring in 2 cortaia field positions.. Taey are as follows: 


First district. - Beets etn es. Boston, Masa. Maine, New 
Hamosaire, Vermont, Massacmsetts, Rnode Island, and Connecticut. 

Second district.-— Headquarters, customhouse, New York, N.Y.: New York, 
and tne counties of Bergen, Essex, Hudson, Middlesex, Monmouth, Morris, Pas- 
Ssic, Sussex, and Union, in the State of New Jersey. 

Taird district. - Headquarters, post-office building, Philadelphia, Pa.: 
Peansylvania, Delaware, and the counties of Atlantic, Burlington, Camden, 

Cape May, Cumberland, Gloucester, Hunterdon, Mercer, Ocean, Salem, Somerset, 
and Warren, in the State of New Jersey. 

Fourth district. - Headquarters, 1723 F Strest NV., Washineton, D. C.; 
Maryland, West Virginia, Virginia, North Carolina, snd the District of Colum- 
biae 

Fifth district. - es post-office building, Atlanta, Ga.: 

South Carolina, Georgia, Alabama, Florida, Mississippi, and Tennessee. 

Sixtn district.-— Headquarters, post-office building, Cincinnati, Orio.: 
Ohio, Indiana, and Kentucky. 

Seventh district.- Headquarters, Federal building, Chicago, Ill.: Wis- 
consin, Michizsan, and the counties of Boone, Buream, Carroll, Cook, De Kalb, 
Du Page, Ford, Grundy, Henderson, Henry, Iroquois, Jo Daviess, Kane, Kankakee, 
Kendall, Knox, Lake, LaSalle, Lee, Livingston, McHenry, Marshall, Mercer, Ogle, 
Peoria, Putnam, Rock Island, Stark, Stephenson, Warren, Wniteside, Will, Win- 
nebago, and Woodford, in the State of Illinois. 

Hisnth district. - Headquarters, post-office building, St. Paul, Minn.: 
Minnesota, North Dakota, South Dakota, Nebraska, and Iowa. 

Ninth district.- Headquarters, old customnouse, St. Louis, Mo.: Kansas, 
Missouri, Arkansas, Oklahoma, and the counties of Adams, Alexander, Bond, 
Brown, Calhoun, Cass, Champaign, Christian, Clark, Clay, Clinton, Coles, Craw- 
ford, Cumberland, De Witt, Douglas, Edzar, Edwards, Effinznam, Fayette, Frank 
lin, Fultoa, Gallatin, Greens, Hamilton, Hancock, Hardin, Jackson, Jasper, 
Jefferson, Jersey, Jonson, Lawrence, Logan, licDonougn, McLean, Macon, HMa- 
coupin, Madison, Marion, iiason, Massac, iienard, Monroe, Montgomery, Morgan, 
Moultrie, Perry, Piatt, Pike, Pope, Pulaski, Randolph, Richland, St. Clair, 
Saline, Sangamon, Scmyler, Scott, Shelby, Tazewell, Union, Vermillion, Wabash, 
Washington, Wayne, White, and Williamson, in the State of Illinois. 

Tenta district.- Headquarters, customhnouse, 423 Canal Street, New Orleans, 
Lae: Louisiana and Texas. 

Eleventa district. - Headquarters, oost-office building, Seattle, Wasa.; 
Washington, Orezon, Idaho, Montana, and Alaska. 

Twelfth district. ~ Headquarters, post-office building, San Francisco, 
Calif.e: California, Nevada, and Arizona. 

Thirteenth district. - Headquarters, post-office building, Denver Colo.: 
Colorado, New Mexico, Utan and Wyoming. 


The commission is represented in Hawaii by the chairman and secretary, 
United States Civil Service Board for Hawaii, Federal building, Honolulu; 
in Porto Rico, by the chairman, Porto Rican Civil Service Commission, San 
Juan; in the Canal Zone, by the secretary, Board of Civil Service Examiners, 
Balboa Heignts; in the Philippine Islands, by the Director of Civil Service, 
Manilae 


A district manager is in charge-of each civil-service district. The 
district manazer has immediate supervision under the direction of the com- 
mission of all civil-service work ‘in Ais district. 
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UNITED STATES DEPARTMENT OF AGRICULTURE, 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


2 SD rmieren| Py IViLIN. 
U.S.D.A AUN. ALSO. le 


June 11, 1933. 


OFFICE MEMORANDUM NO. 9 
TRAVEL AUTHORIZATIONS 


Considerable confusion has been caused by failure to 
comply with established procedure in arranging for travel of 
persons brought in for conferences and for travel of employees 
of the Administration. 


In order to avoid such confusion and to prevent possible 
disallowances by the General Accounting Office, your attention 
is again called to the fact that no officer or employee of the 
Administration should authorize any person, employee or otherwise, 
to proceed upon any travel without first having submitted in writ— 
ing a request in duplicate, signed by the division or section 
head, on Form No. 30 (Office of Accounts), for letter of authori- 
zation and having such authorization approved. In every case the 
Section and division against which the cost is to be charged must 
be included on Form No. 30, directly under the appropriation. Any 
officer or employee proceeding without securing such authorization 
will be held personally responsible for the expenses incurred. 


In cases of emergency the request, properly signed by the 
head of the section or division, may be brought to the Business 
Office in person and will be acted upon promptly. 


F. J Hughes 
Administrative Assistant. 
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gy AGRICULTURAL ADJUSTMENT ADMINISTRATION 
\G .* Washington, D. C. 


UST. ADMIN. 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


ROBERT DAVIS 


THE AIMINISTRATIVE OFFICER 
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UNITED STATES DZPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ATMINISTRATION 
Washington, D. C. 


OFFICE MEMORANDUM NO. 1l 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


RQBZRT DAVIS 


THE ADMINISTRATIVE OFFICER 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANTUM NO,‘ 12. 
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ro bid OUTLINE OF PROCEDURE TO BE FOLLOWED 
in the initiation, handling, and final disposition of documents 
-. involving expenditure of funds from the appropriation 


. SXOL7 = SALARIES & EXPENSES, AGRICULTURAL ADJUSTMENT ADMINISTRATION 


(For information of Administrative 2 Operation Units) 
O 2 


oe 


In connection with the following outline of proéedure, it 


_is requested that any proposed supplemental divisional instructions 
- be routed through the office manager for consideration and approval 


before any distribution is made. Such action will be necessary to 
insure uniformity throughout the Administration. 


APPOTNIMENTS ~ Requests should indicate (ey symbol to be taken from chart 


which will be furnished) the appropriation to be charged, the organi- 
zation unit to which the omployee is to ve attached, and (if temporary) 
the period of employment. A carbon copy of the request should be 
transmitted.to the Office of Accounts ~ Secretary's, which will ‘subse~ 
quently be supplied by the Personnel Office with a carbon copy of the 
appointment paper for use in recording the liability involved and pay. 
rolling salary as it becomes due. 


TRAVEL AUTHORITY ~ Advance written authority to perform travel is required, 


wnether for’a single trip or general travel over a specified period. 
Requests for travel authority should be prepared (in triplicate) 
on Office of Accounts Form'No. 30 and, after Signature by the initial 
ing official (lower right), and initialing by the division head, ad 
ministrator or coadministrator in the case of Division Heads, trans 
mitted to the Business Office for approvel (lower left) and thence to 


the Office of Accounts. for preparation of a formal Letter of Authoriza~ 


tion (Form 10). After Signature by the proper official, the Letter of 
Authorization will be returned to the Office of Accounts where Government 


Transportation Requests to the extent needed will be issued, together 


with the required "Travel Identification Card", and necessary travel 
instructions and voucher forms, Where travel by automobile is authors 


- ized (in advance) suitable forms for reporting same will be furnished 


together with instructions for preparation of claims. 

Washington employees provided with general travel authorizations, 
unrestricted as to territory or period, should prepare (in duplicate) 
Office of Accounts Form 25 prior to departure from Washington on each 
trip, and secure approval of the proper official thereto. This is 
essential, not only in keeping the administrative officer advised as 
to their movements and whereabouts but to provide the Office of Accounts 
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with instructions as to disposition of the employee's salary when absent 
from headquarters on pay days. 


ATTENDANCE AT MEETINGS requires advance written authority by the Administra~ 
tor or Condministrator, or by the Secretary of Agriculture or his des— 
ignated representative. 


CASH ADVANCES to cover estimated expenses of travel may be requested on Stan- 
dard Forms Nos. 1038 or 108A in ac¢ordance with procedure. described in 
Appendices I, II, and III of the Sipndar di zod Government Travel Regula- 
tions. 


EQUIPMENT -~ Requests for purchase of equipment will be prepared (in duplicate) 
in the Property Section on Dept. Form No. 14 and the original, after 
Signeture by the"f{pproving Officer," forwarded to the Central Supply 
Section for action. Requests will indicate (by symbol) the aporopria~ 
tion and organization unit (Project) to be charged with the cost. These 
requests will be based on data supplied by Division or Section heads on 
forms to be supplied for that purpose. 


STATIONERY & OFFICE SUPPLIES ~ Requests for delivery will be prepared (in 
duplicate) in the Property Section on Dept. Form No. 14 and the original, 
aftcr signature by the "Approving Officer", forwarded to the Central 
Supply Section for attention. Requests will indicate (by symbol) the 
appropriation and the organization unit (Project) to be charged with 
the cost. These requests will be based on data supplied by Division or 
Section heads on forms to be supplied for that purpose. 


DUPLICATING WORK — Requests will be prepared (in triplicate) in the Property 
Section on Dept. Form No. 72 and the original (signed by the proper 
official) with one carbon, forwarded to the A.D. & M. Section, Office 
of Information, for action. Requests will indicate (by symbol) the 
approprintion and the organization unit (Project) to be charged with the 
cost. These reqiests will be based on data supplied by Division of 
Section heads on forms to be supplied for that purpose. 


PHOTOGRAPHIC, PHOTOSTATIC & DRAFTING WORK ~ Requests will be prepared (in 
quadruplicate) in the Property Section on Dept. Form No. 73 and the 
original, (signed by the proper official) with two carbons, forwarded 
to the Division of Illustrations, Office of Information, for action. 
Requests will indicate (by symbol) the appropriation and the organization 
unit (Project) to be charged with the cost. These requests will be based 
on data supplied by Division or Section heads on forms to be supplied for 
that purpose, 


PRINTING & BINDING ~ Requests will be prepared (in triplicate) in the Property 
Section on Dept. Form No. 78 and tne original (signed) and one cnrbon 
forwarded to the Office of Information for action. Requests will indi-~ 
cate (by symbol) the appropriation and the organization unit (Project) 
to be charged with the cost. These requests will be based on data sup 
plied by Division or Section heads on forms to be supplied for that pure: 
pose. 


Shes 3 “ 


SHOPS WORK = Requests will ve. prepared (in quintuplicate) by the Property 


Clerk in the Business Office on prescribed forms (white, yellow and 


. pink) and.the original (signed) with three carbons (2 yellow, 1 pink) 
» forwarded to the Mechanical Superintendont for action. Requests will 
«. indicate (by symbol) the appropriation and the organization init (Project) 
to be scharged with the costs These requests will be based on data SUD 
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= plied by Division or Section heads on forms to be supplied for that pur- 


(Registered, Air, Special Delivery) - Requests will be prepared (in . 
+ duplicate). -by the Property Clerk in the Business Office on Dept. Form 


No. 19 and the original (signed) forwarded to the Department Post Of- 

_. fice, with the mail, for attachment of staps and transmittal. Re 

' quests will. indicate: (by symbol) the appropriation and the orgenization 
,: unit: (Project) tobe charged with the cost. These requests will be based 


«i for that: purpose, 


- On data supplied by Division or Section heads on forns to be supplied 


—_—_———— 


Section in response to requests submitted on Dept. Form 14 and, after 


| PURCHASE ORDERS ~ These will be issued (Dept. Form 38)°by the Central avo 


Signature by the officer in charge, forwarded to the Office of Accounts - 
Secretary's, for examination’ as required by Secretary's Memorandum No. 


4<1, preparation of skeleton Form 1034 vouchers, and mailing. 


For all nonm-expendable property purchases an extra carbon of Form 
38 will be prepared by the Central Supply Section and accompany the 
original of the Purchase Order to the Office of Sccounts where it will 


» be Tiled in suspense until the vendor's voucher is received. Upon com 


pletion of thé administrative audit the extra copy of the Purchase Order 
will be made to confom to the vendor's voucher, as approved, and trans~ 
mitted to the Administration Property Clerk for his record and file, 
thereby insuring to him the correct net cost of the property purchased. 


SHIPMENTS (Freight, Express, Parcel Post) = Requests will be made in the 


Property Section on Form AZ-81, with proper change in heading, to the 
Central Supply Section which will.propare shipments and issue Government 
Bill of lading (if needed) to cover movement. Requests,will indicate 
(oy symbol) the appropriation and the organization unit (Project) to be 
charged with the cost. ‘These requests will be based on data supolied by 
Division or Section heads on forms to be supplied for that purpose. 


VOUCHERS (Preparation, Audit, Approval) In general, all classes of vouchered 


Claims except field purchase vouchers will be aporoved for payment by the 
Chief Accountant and Auditor, Office of the Secretary, or his designated 
assistant, on the basis of the original authority for the expenditure 
issued over the signature of the administrative head of the organization 
concerned, or his designated assistant. The original authority referred 

to will consist of approved Letters of Authorization, leases or agreements. 
In the case of Washington purchases the authority will consist of approved 
requisitions, This is in the intorest of expeditious handling and payment 
of claims and, in the case of ~ublic vouchers, insures the securing of 
"Time discounts" on purchases. 
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PAYROLLS (Washington & Field) — These will be prepared in the Office of 
Accounts from.a card. index of appointments, supplemented by reports 
of changes in status and,leave without pay from the Time Section of 
the organization, and in the case of the field service by service 
certificates issued by supervising officers on forms provided for that 
purpose;. certified as to correctness. by the Chicf Accountant, and 
approved by the edministrative head of the a ganization or designated 
assistant. Copies of Washington payrolls will be furnished the adminis 
trative office if desired. 


TRAVEL VOUCHERS ~ Claims for reimbursement of travel expenses (Forms 1012 
and 10124), signed by the claimant and sworn to before a Postmaster or 
Assistant Postmaster, should be approved by the "Immediate Supervising 
Official" in the space provided on the voucher immediately beneath the 
signature of the "Payee!" and transmitted to the Office of Accounts — 
Secretary's, for administrative audit as provided by Secretary's 
Memorandum No. 421, approval, and payment. Carbon copies of Office of 
Accounts advices of settlement (Form No. 12) will be furnished adminis~ 
trative offices if desired. . - 

: Administration officials unfamiliar with Federal requirements govern- 
ing preparation of travel expense accounts, or for other reasons electing 
to do so, may submit rough memoranda of their travel expenses to the © 
Office of Accounts — Secretary's, with receipts required, and suitable 
vouchers will be prepared and sent to them for signature, execution of 
jaurat, and return for payment, 


TRAVEL REGULATIONS ~ These, in complete form, are contained in the "Standard- 
ized Government Travel Regulations" but condensed information and in- 
structions have been provided in Circular Letters issued by the Office 
of Accounts and these will be furnished to all employees authorized to 
travel, together with necessary accounting and reporting forms. 


FINANCIAL STATEMENTS ~ Monthly statements exhibiting current status of appro-— 
priated and/or allotted funds will be furnished by the Office of Accounts 
to indicated administrative officials, and special statements of expendi+ 
tures will be supplied at any time upon request. 


F. J. Hughes, 
Administrative Assistant. 


Distribution wan 


oo 


LIBRA 


fel of OF 9 1G eV, 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANDUM NO. 13 U. 8. Department of A 
; June 16, 1933 


ata Se 


FISCAL, PROPERTY, ADMINISTRATIVE, AND TRAVEL REGULATIONS 


Bound copies of the Fiscal, Property and Administrative Regu- 
lations of the Department may be procured from the Property Clerk in 


Room 347, 


Copies of the Government Travel Regulations may also be pro- 


cured from the same source. 


These regulations must be complied with and division or sec- 


tion heads should see that copies are placed in the hands of all of 


their employees who may have need for same. Such employees should 


familiarize themselves with all regulations applying to their work. 


F. J. Hughes 
Administrative Assistant. 
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< 4S UNITED STATES DEPARTMENT OF AGRICULTURE 
gu » AGRICULTURAL ADJUSTMENT ADMIN STRATION 
Wasnington, D. C. 


“aha October 10, 1933. 
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‘iA PICULIURAL ECONOMICS } 
Ko Sn & fy a 4 Us 
XS on wy OFFICE MEMORANDUM NO. 13, REVISED 
—rartwen of AE SBob ject: Fiscal, Property and Administrative 
Regulations; Travel Regulatioas. 


1. Bound copies of the Fiscal, Property and Administrative 
Regulations of the Departmeat may be procured from the Property Clerk in 
Room 356-A.- 

2. Copies of the Goverament Travel Regulations may also be pro- 
cured from the same source. 

= 3. These reculations mst be complied with and Division or 
| Section Chiefs should see that copies are placed in the mands of all of 

their employees wao may have need for same. Such employees should 
familiarize themselves with all regulations pertaining to their work» 

4. The personnel of this Administratioa can no longer expect 
reinbursement for travel performed unless the Travel Regulations are 


complied with. 


By direction of the Administrator, 


ROBERT DAVIS, 
The Administrative Officer. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 
OFFICH MEMORANDUM NO. 14 
' June 16, 1933 
DETAILED EMPLOYEES 
In order thant there may te uniformity in connection with the detail 
of employees to this Administration, section and division heads are re- 
guested to issue whatever instructions may te necessary to see that their 
subordinates do not approach Bureaus of the Department of Agriculture in 
an effort to have such Bureaus detail employees for work in this Adminis 
tration. 
Whenever additional employees are desired from the various Bureaus, 
> a written request should be sent to the Office Manager, setting forth in 
detail the need for additional assistants and the matter will then be taken 


up with the appropriate officials. 


¥F. J. Hughes 
Administrative Assistant. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANDUM NO. 15 


June 16, Lga3. 


SUNDAY STENOGRAPHIC SERVICE 


In all cases where the services of one or more stenographers 
will be required on Swidays, 2 written request for such services 
Should reach the Office Manager not later than 10 A. M. on the pro 


ceding Saturday. 


At the present time a fairly large force of stenogrophers and 
typists is available from 9:00 A. M. until 4:30 Pp. M. on all week days 
except Saturday, while a small force is available evenings on such 
week days and on Saturday aftcrnoons, but no provision will be made 
for Sunday stenographic work unless specific requests 8 referred to 
above are received. 


F. J. Hughes, 
Administrative Assistant. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 


OFFICE MEMORANDUM No. 16 


June 16, 1933. 


APPLICATIONS FOR EMPLOYMENT 


In order that aoplications for employment may not become scat- 
tered or lost, it becomes necessary to request that section and divi. 
sion heads follow the procedure set forth below. 


Applications (whether on the prescribed form or in letter form) 
received direct in a section or division, should be forwarded to the 
Personnel Office of the Administration for carding and classifying. 
If it is desired that certain applications be returned for further 
attention a request for such return should be made upon the Personnel 
Office and thoy will be charged to the porson requesting thom. As a 
rule taese papers should not be held longer than three days. If it 
is desired to transmit the papers to some other office they should 
be routed through the Personnel Office in order that the charge slips 
inny be changed. 


Applications received direct in the Personnel Office may be 
witatdrawmm by section or division heads under the same conditions as 
outlined above. 


J. Hughes, 


A 
strative Assistant. 
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